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Agenda •  Implementation of Contract

•  Best practices for contract Management including:
•  Team Communication
•  Organizational tools for contract management and      

spend
•  Open Contract Communications
• Resolving Problems
•  Yearly reviews and analysis for Renewals
•  Determination of Continuance
• Negotiating Renewal and Amendments

•  Communicating Contract Availability within

your Agency

•  Answer questions and share audience ideas and 

experiences

2020 Wisconsin Statewide Procurement Conference

3



Questions?
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Implementation of Contract

• What does that mean – who is included – where does it start?

• Who is a part of your team?

• Who is responsible for the areas involved as a part of the contract

• Daily operations; Delivery receipt; Accounts Payable; Escalation 
contacts if there is an issue

• Meeting with the Vendor(s) to ensure understanding of the contract –
who to contact for every situation

• Meet with the Vendor’s team involved to discuss contract
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Contract Implementation Checklist 
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Kickoff Meeting Agenda Example

• Introductions
a. Who is my main point of contact?

• Documents
a. DOA-6450 STAR Vendor Information Form (if applicable)
b. ACH form completed-
c. Contract (review requirements such as quarterly reports, request for cost increase, customer service, etc.)
d. Business Associate Agreement (HIPPA)
e. Account Set-up Procedures

i. Agency List (contacts for each agency, State Agency Purchasing Directory)
ii. Agency Divisions Involved (accounting/purchasing staff)

• Systems/Training
a. User Guide Information (is there any information that you require from the authorized users before their order can be 

placed?)
b. Marketing materials, etc. (are there any pertinent marketing materials you want posted to VendorNet, including free 

options?)

• Contract Start Date 

• Quarterly Meeting 

2020 Wisconsin Statewide Procurement Conference 7

https://doa.wi.gov/Pages/StateEmployees/PurchasingDirectory.aspx


Vendor Meeting & Info “ALL-IN-ONE” Spreadsheet 

2020 Wisconsin Statewide Procurement Conference 8



Contract Contact Spreadsheet example
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Vendor Meeting Quarterly Spreadsheet Example
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Contract Report Template Example
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Team Communication 
• Develop your team of Subject Matter Experts (SME)

• Review Contract and the User Guide

• Decide how will we communicate? Weekly/monthly meetings 

• Determining action items for the meeting –

• Build relationships with your customer agencies 

• Understand service to meet agency needs 

• Application changes 

• Gain understanding and communicate future market changes to the team

• Provide progress reports on a regular basis 
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Contract Performance & Support Requirements
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Organizational Tools

• Contract Implementation Checklist

• Contract examples with forms incorporated

• Vendor (Kickoff) Agenda Information to review

• Contract User Guide

• Vendor Turnover Table

• Questions and Answers Spreadsheet

Contract 
Management

• Track your contract spend quarterly by having the vendors 
submit reports from a pre-formatted spreadsheet

• Report format consistency and schedule

• Fact Checking data

• Discuss and document any discrepancies or changes in spend –
and why

Contract 
Spend
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Contract User Guide 
Example
Security Guard Services Contract

Include:

• Scope

• Contract ID and term

• How to purchase 

• Contract Manager and Contractor 
contact information
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https://vendornet.wi.gov/Contract.aspx?Id=0fec7272-53b5-ea11-8120-0050568c7f0f


Vendor Turnover Table
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Questions and Answers Spreadsheet
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Open Contract Communication 
Implementation & for the Life of the Contract

• Check and ensure 
Contractor/Vendor is prepared to 
work with end-users and has all 
information needed to be 
successful

• Notify end-users of any updates

• Contract performance expectations 

• Contract Implementation Checklist

• Quarterly meetings

• Document everything 

• CONSISTANTLY Check the 
Certification for Collection of Sales 
Use and Tax and Contract 
Compliance Vendor Directories to 
confirm that Bidder/Proposer is 
eligible to do business with the 
State
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Resolving Problems

Informal Remedy

• Handle with a phone call/email

• Ask for resolution

• Document everything

• Get confirmation in writing

• Add to contract file

Formal Remedy

• Written notification with suggested remedy

• Request Corrective Action Plan

• Give specific examples from the contract where the vendor is underperforming

• Set Performance Dates

• Require a Plan to fix Problem
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Yearly Reviews and Analysis for Renewals 

Reporting examples/templates

Taking reports from team/contractor and reviewing progress

Reviewing other states contracts 

Meetings with agency representatives to discuss contract
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Open Book Wisconsin - Validate Spend with Vendor

Validate Spend 
with Vendor

http://openbook.
wi.gov/
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Determination of Continuance

Is the contract still relevant

Piggybacking from other State Agencies or other States

NASPO contract participation 

Is costing still applicable to other contracts obtained in the past
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Example of multiple year analysis
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Take the time to understand how 
your items are being bid by the 
Vendor –

Is it time to review if the award 
process is relevant to what is being 
provided? Has the service / 
commodity evolved from what has 
always been done the in past?

Understand and document 
industry changes to ensure you 
track for future evaluations



Negotiation Renewals and Amendments

Market changes/Price trends 

• Ibis World

• Consumer Price Index

• Other State’s contract cost

• WisConomy (My LMI Tool, County Wages)

• Order of Precedence 

• Broadening scope to cater to all end-users

• Amending contract as market and agency needs change
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https://www.bls.gov/opub/ted/2020/consumer-prices-increase-1-point-0-percent-in-the-12-months-ending-july-2020.htm
https://jobcenterofwisconsin.com/WisConomy/


Contract Renewal Analysis
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Purpose of this 
Contract

Who are the 
customers utilizing 

the Contract?

Market Research for 
the Industry and 

Economy

Results of Renewal 
Negotiations

Summary of potential Contract 
Changes.) Potential Factors 

Impacting Next Year’s Spend –
Industry Changes

Understand 

and 

convey the 

history of 

the 

Contract –



Contract Renewal Analysis Example
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Spend increase – Why…..
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Market Analysis/Renewal 
Assessment & Projection 

Examples



Communicating Contract Availability within 
your Agency
• Keep a log of your contracts (RFB/P, RPA, Piggybacks, Sole Source)

• Look for serial contracting or common purchases to create/use existing contracts 

• Provide training on procurement authority and where to research available contracts:

• State of Wisconsin Procurement Desk Guide

• Cooperative Purchasing Contract List 

• UW Madison- Purchasing Contract Inquiry 

• STAR Add/Update Contracts Key Word Search

• Contract Naming Convention

• When naming your contact add in key words for searchability ease
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https://doa.wi.gov/Documents/DEO/ProcurementDeskGuide.pdf
https://doa.wi.gov/DEO/CooperativePurchaseContracts.pdf
https://www.busserv.wisc.edu/puct/main_menu.aspx
http://vendornet.state.wi.us/vendornet/procman/ContractNamingconvention.pdf


Questions?
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